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Canada  Eailway  News  Company,  Limited, 

Toronto,  4th  August,  1914. 

The  following  instructions  for  the  guidance  of  Managers  and  employees  are 
issued  to  facilitate  the  proper  carrying  on  of  our  business.  It  is  very  important  that 
all  Managers  conform  to  them,  as  any  deviation  therefrom  causes  confusion  and 
necessitates  correspondence. 

The  object  of  these  instructions  is  not  to  abridge  the  rights  of  anyone,  but  to 
point  out  the  path  which  experience  has  taught  is  a  wise  one  to  follow.  The  traveller, 
over  unaccustomed  roads,  is  grateful  for  the  sign  posts  which  tell  him  the  way — he 
never  complains  when  the  sign  at  the  cross-roads  tells  him  to  go  uphill  way,  for  he 
is  glad  the  sign  is  there  and  obeys  cheerfully  because  he  knows  he  is  on  the  right 
road. 

Managers  should  fyle  these  rules,  which  are  private  and  confidential,  and  refer 
to  them  from  time  to  time,  as  they  are  expected  to  be  familiar  with  them.  They  will 
be  responsible  for  the  book,  which  is  the  property  of  the  Company,  and  any 
additions  or  changes  that  may  be  sent  them,  from  time  to  time,  should  be 
promptly  inserted  in  the  proper  place. 

T.  P.  PheIvAn, 

President. 
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INSERT  CHECK 


ENTER    BELOW,    THE    NUMBER    AND    PAGE   OF    EACH    INSERT   AS    SOON  AS 
YOU   RECEIVE  IT. 


NO.  PAGE 

NO.  PAGE 

NO.  PAGE 

1.  CONDUCT  OF  EMPLOYEES. 


As  fairness  and  courtesy  are  amongst  the  greatest  factors  in  the  success  of  our 
Company,  stress  will  be  laid  on  the  degree  in  which  these  qualifications  are  possessed 
by  our  Managers  and  employees.  We  have  many  opportunities  of  judging,  through 
our  Inspectors,  Eailway  officials,  and  the  travelling  public,  of  the  courtesy,  zeal, 
loyalty,  ambition  and  knowledge  of  our  employees,  and  these  qualities  mark  them 
out  above  the  ordinary  as  suitable  men  for  advancement. 

Civility  and  courtesy,  in  their  dealings  with  the  travelling  public,  should  be  the 
rule  with  all  employees  and  an  agreeable  manner  is  very  desirable.  They  should 
never  be  sarcastic  or  "  fresh."  The  guest  or  traveller  pays  all  our  salaries.  Our 
Hotels,  Eestaurants,  News  Stands,  and  Train  Service  are  operated  for  the  benefit 
and  convenience  of  our  guests  and  the  travelling  public.  Without  these  there  could 
be  no  Hotels,  or  Eestaurants,  News  Stands  or  Train  News  Agents,  so  it  behooves 
every  man  and  woman  in  our  service  to  remember  this  always  and  to  treat  all  patrons 
with  courtesy  and  careful  consideration.  Each  member  of  our  staif  is  valuable  only 
in  proportion  to  his  ability  to  serve  our  patrons. 

Managers  should  warn  their  emplo3^ees  not  to  smoke,  chew  gum  or  tobacco,  or 
smell  of  liquor  when  on  duty.  Their  own  appearance  and  attire  should  always 
be  smart  and  businesslike.  From  a  standpoint  of  service  what  looks  worse  than  to 
see  the  Manager  of  a  Eestaurant  in  his  shirt  sleeves  with  a  black  pipe  or  cigar  in 
his  mouth? 
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2.  DAILY  CASH  REPORTS. 


A  cash  report  (Form  No.  7)  must  be  sent  to  Head  Office,  Toronto,  dail}^  This 
report  is  the  link  between  the  Head  Office  and  the  Branch.  From  it  we  learn  of 
the  working  of  the  Branch,  and  its  receipt  daily  is  an  assurance  to  us  that  the 
business  of  the  Branch  is  being  promptly  looked  after.  It  should  be  written  in  ink 
and  have  all  vouchers  attached  with  a  pin,  clip  or  paper  fastener. 

3.  MONTHLY  STATEMENT. 

,  The  Monthly  Statement  (Form  10)  is  a  most  important  one.  It  should  be 
carefully  made  out  in  ink  and  sent  to  Head  Office,  not  later  than  5th  day  of  each 
month,  accompanied  by  Form  18  (List  of  Accounts,  etc.),  and  Form  11  (Inventory 
of  Merchandise). 

4.  BOOKS  TO  BE  KEPT. 

The  following  books  and  records  should  be  kept  at  each  Branch : 

1.  Receiving  Booh. — In  this  book  must  be  entered  in  detail  all  goods  received. 
This  will  enable  the  invoices  to  be  properly  checked  up,  and  in  the  event  of  an  invoice 
not  being  received  at  the  end  of  the  month  in  time  to  accompany  the  Monthly 
Statement,  a  bill  should  be  made  by  the  Manager  showing  value  of  goods  and 
attached  to  the  Monthly  Statement.  This  is  most  important  as  unless  this  be 
properly  done  the  Statement  percentage  will  be  incorrect. 


2.  Cash  Book. — This  book  should  be  a  correct  record  of  all  cash  received  during 
each  day  and  all  money  expended.  The  difference  between  both  sides  should  be 
the  amount  of  money  on  hand. 

3.  Ledger. — In  this  book  an  account  should  be  kept  of  any  money  owing  the 
Company  at  the  Branch  as  for  instance,  goods  returned  to  a  merchant  because  of 
defect,  or  empty  packages  that  were  charged  for  and  returned,  or  goods  sold  another 
Branch,  amounts  owing  by  news  agent  for  shorts  or  for  uniform,  etc.,  etc.  The 
accounts  should  be  carefully  indexed. 

4.  Fixtures  Inventory  Record. — This  book  is  fully  described  under  "  Inventories.''' 

5.  Merchandise,  Live  Stock  and  Expense  Inventories. — These  are  also  described 
under  "  Inventories.^' 

6.  Check  Book. — This  book  is  used  in  News  Offices  to  check  the  stock  in  charge 
of  news  agents,  and  entries  therein  must  be  in  ink. 

7.  Security  Book. — This  is  a  book  of  printed  forms  of  receipts  given  to  news 
agents  for  money  deposited  as  security.  This  money  must  be  entered  on  the  Cash 
Report  on  the  day  received  and  the  carbon  copy  sent  to  Head  Office. 

At  some  of  our  Branches  it  may  be  necessary  to  keep  other  books  and  their  use 
will  be  dealt  with  in  separate  instructions.  When  any  of  these  hooks  are  finished 
Managers  will  forward  them  to  Head  Office  by  express  prepaid. 

5.  ACCOUNTS. 

In  order  that  all  accounts  and  statements  of  the  Company  may  be  properly 
audited,  it  is  necessary  that  they  be  checked  over  both  as  to  prices  arid  additions 
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by  the  person  receiving  the  goods,  and  then  stamped  correct "  with  the  rubber 
stamp  provided  for  the  purpose  and  signed  by  the  Branch  Manager. 

Managers  are  cautioned  that  the  Monthly  List  of  Accounts  should  be  a  correct 
list  of  all  goods  received  during  the  month,  whether  invoices  have  been  supplied  for 
them  or  not.  It  should  be  sent  here  with  the  accounts  and  with  the  vouchers  for 
each  item  on  the  accounts,  as  soon  as  possible  after  end  of  the  month.  If  merchants 
do  not  promptly  supply  invoices  and  statements  Managers  should  urge  them  to  do  so. 
Cheques  will  be  issued  on  the  15th  of  each  month  for  all  accounts^  or  as  soon  after 
receipt  of  statement  as  possible. 

6.  EXPENDITURES. 

No  money  may  be  paid  out  by  the  Manager  without  authority  from  Head  Office, 
except  for  immediate  and  urgent  wants,  or  small  purchases,  where  it  would  he  incon- 
venient to  wait  for  authority.  These  may  be  paid  for  in  cash  by  the  Manager.  Where 
this  is  done  a  receipted  account  or  a  receipt  on  Form  No.  2  must  l)e  had  in  every 
case  and  sent  here  with  the  Daily  Cash  Eeport.  Purchases  on  account  of  fixtures, 
equipment,  etc.,  must  be  first  authorized  by  Head  Office. 

All  printed  matter,  such  as  Stationery,  Forms,  Books,  etc.,  etc.,  is  supplied  by 
the  Stationery  Department  at  Head  Office,  and  no  expenditure  on  this  account 
may  'be  made  without  sanction  of  Head  Office. 

7.  BANKING  AND  CARE  OF  MONEY. 

Where  we  have  Bank  Accounts  deposits  must  be  made  at  least  twice  a  week  and 
in  no  case  must  any  more  money  than  is  necessary  for  cliange  he  I'ept  on  hand. 
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You  should  not  leave  any  money  in  your  cash  drawer  or  cash  register  at  night,  and 
Managers  will  be  held  responsible  for  any  loss  that  may  result  from  failure  to 
observe  this  rule. 

When  banking  your  money  make  your  deposit  slip  in  duplicate.  Have  one 
signed  by  the  Teller  and  send  to  Head  Office  attached  to  your  Cash  Report  for 
the  day  the  deposit  is  made.  Some  banks  object  to  giving  a  duplicate  slip.  In  such 
case  have  Teller  sign  Form  15.  and  attach  to  your  Cash  Report.  The  Bank  pass  book 
with  the  returned  cheques  must  be  sent  to  Head  Office  at  end  of  each  month  after 
it  has  been  balanced. 

Where  there  is  no  Bank  account  opened  for  a  Branch,  which  is  sometimes 
unavoidable  owing  to  no  Bank  being  located  at  the  place,  money  must  be  remitted, 
as  specially  directed,  at  least  once  a  week,  or  oftener,  if  the  amount  warrants  it. 

With  a  view  of  completing  our  records  at  this  office,  be  good  enough  to  send  us 
by  registered  post  mail  (not  train  mail)  the  combination  now  on  your  safe.  This 
will  be  kept  under  seal  in  our  safe  here  in  my  personal  custody,  and  if  at  any  future 
time  you  have  occasion  to  change  the  present  combination,  the  new  one  should  be 
sent  me  in  the  same  manner.  Write  the  combination  out  in  full  on  a  card  with 
name  of  Branch  and  date. 

8.  CASH  REGISTERS. 

Managers  should  never  turn  back  the  Cash  Register,  which  must  be  allowed  to 
run  continuously.  They  should  always  send  us  the  previous  and  last  number  on 
daily  cash  reports.   Registers  and  show  cases  on  steamers  should  be  properly  secured. 
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9.  WAGES. 


Each  Branch  must  send  to  the  Head  Office  a  Wage  Sheet  on  the  last  day  of 
each  month,  showing  wages  earned  by  every  employee  of  the  Branch  din-ing  the 
month. 

Wage  Sheets  are  known  as  Form  Sa  and  Form  3b.  3a  has  space  for  thirty-two 
entries,  3b  for  fifteen  entries.  A  Wage  Sheet  must  show  the  name  of  the  person 
to  whom  the  cheque  is  to  be  made,  where  this  is  the  practice,  or  to  whom  pay- 
ment is  made  by  cash;  how  employed;  their  rate  of  pay;  time  during  which  they 
worked ;  number  of  days  they  worked,  and  the  amount  due  or  paid  them. 

When,  owing  to  dismissals  or  other  causes,  wages  are  paid  partly  by  cheque 
and  partly  by  cash,  the  names  of  the  people  paid  in  these  different  ways  should  be 
kept  separate  and  you  must  indicate  clearly  the  names  for  which  you  want  the 
cheques  and  the  names  you  have  paid  in  cash. 

On  your  Cash  Eeport  enter  under  the  heading  "  Class  "  the  word  "  Wages  " 
whenever  you  pay  an  amount  that  should  be  charged  to  wages  at  your  Branch. 
The  total  of  the  monies  paid  by  you  under  wages  for  any  one  month,  should  corres- 
pond with  the  total  of  wages  paid  in  cash,  as  shown  on  your  monthly  wage  sheet. 

In  order  to  secure  a  uniform  system  at  all  our  Branches  you  will,  as  far  as 
possible,  pay  all  wages  up  to  and  on  the  last  day  of  the  month. 

All  payments  of  wages  must  be  charged  up  in  the  Cash  Book  on  the  day 
that  they  are  made  and  receipts  sent  in  with  the  Daily  Cash  Eeport. 
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10.  VOUCHERS,  FOR  MEALS  AND  SUPPLIES  ON  CREDIT. 

Our  method  of  doing  business  does  not  contemplate  the  giving  of  credit  to 
anyone.  In  some  cases,  however,  it  may  be  necessary  to  provide  meals  or  food  be- 
cause of  special  circumstances  for  certain  corporations,  etc.  A  bill  should  be  ren- 
dered and  proper  vouchers  should  be'  obtained  for  such  supplies  and  the  amount 
should  be  entered  in  your  receipts  on  the  left  hand  side  of  your  Cash  Keport  and 
charged  out  on  the  right  side  to  the  proper  party.  The  voucher,  with  a  copy  of  the 
bill,  should  be  sent  to  Head  Office  with  the  Cash  Eeport  upon  which  the  charge  is 
made.  If  the  goods  are  subsequently  paid  for  at  your  Branch  credit  should  be  given 
on  the  left  hand  side  of  your  Cash  Book  to  the  party  paying  in  the  money. 

11.  MEAL  TICKET  BOOKS  ISSUED  TO  EMPLOYEES  OF  GRAND  TRUNK 
PACIFIC  RAILWAY  AND  GRAND  TRUNK  RAILWAY, 
CANADA  ATLANTIC  DIVISION. 

{a)  Employees  wishing  Meal  Ticket  Books  will  be  required  to  sign  an  order, 
as  per  Form  57,  on  the  Grand  Trunk  Pacific  or  the  Grand  Trunk  Railway  Company, 
authorizing  the  Company  to  deduct  from  his  wages  the  cost  of  the  book. 

(b)  These  orders  must  be  forwarded  at  once  to  the  Superintendent  or  Division 
Time-Keeper  of  the  Division  on  which  the  employee  is  at  work,  with  an  account 
for  same.  The  object  of  sending  these  at  once  is  to  enable  the  Company  to  deduct 
the  amount  due  us  from  the  wages  of  the  employee  in  case  he  leaves  before  the 
end  of  the  month. 

(c)  Send  on  the  last  day  of  each  month,  or  as  near  that  date  as  possible,  to 
the  Superintendent  or  the  proper  official  of  each  Department,  a  statement  showing 
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the  meal  books  issued  during  the  month  and  to  whom  issued.  This  statement  must 
be  in  the  proper  office^  where  deductions  are  made^  not  later  than  the  first  day  of  the 
next  month  to  assure  deductions  being  made.  Where  it  is  impossible  to  hold  the 
statements  until  the  end  of  the  months  owing  to  poor  train  service  or  long  distance 
from  the  office  making  the  deduction,  it  may  be  necessary  to  close  the  statement, 
say  on  the  26th  or  27th  of  the  month.  In  this  case  Meal  Ticket  Books  issued 
after  this  date  should  be  entered  on  the  next  month^s  statement. 

(d)  All  employees  wishing  to  sign  an  order  for  these  tickets  must  have  advice 
from  the  Eailway  Company  to  ourselves  that  he  has  been  employed  by  the  Company 
and  in  what  capacity,  per  Form  No.  58. 

(e)  The  voucher  in  front  of  Meal  Ticket  Books  to  be  sent  to  Head  Office  when 
issued,  with  Daily  Cash  Eeport. 

(/)  These  Meal  Ticket  books  should  be  keep  under  lock  and  key  as  they  repre- 
sent money. 

These  books  are  only  issued  at  certain  Branches  and  not  generally. 

12.  INVENTORIES. 

(1)  Where  a  new  Branch  is  being  opened,  or  a  new  Manager  installed,  one  of 
the  first  duties  of  the  Manager  is  to  take  an  inventory  of  fixtures  and  equipment  on 
Form  26,  provided  for  that  purpose. 

(2)  All  fixtures  or  equipment  received  by  3^ou  thereafter  must  be  added  to 
jour  inventory  at  time  of  their  receipt,  thus  making  your  fixture  book  a  correct 
record  of  the  goods  at  your  Branch  at  all  times. 
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(3)  Enter  your  fixtures  in  the  following  order  and  under  these  heads,  keeping 
each  class  of  article  distinct: 


Registers  and  their  numbers. 
Counters,  size  and  finish. 
Showcases,  size  and  finish. 
Tables,  number  and  size. 
Chairs,  number  and  style. 
Other  furniture. 
Beds,  double  and  single. 
Springs. 
Mattresses. 
Pillows. 
Carpets,  etc. 
Blinds. 
Pictures,  etc. 
Linen,  Dining  Room. 
Linen,  Bedroom. 


Glassware. 
Dr  inking-glasses . 
China,  Dining  Room. 
China,  Bedroom. 

China,  Dining  Room  plates,  size,  measured 
Silverware,  flat.  [over  all. 

Silver,  Hollowware. 

Kitchen,  containers,  pots,  etc.,  with  sizes. 
Kitchen  utensils,  tools. 
Cleaning  utensils. 

Ranges,  urns,  etc.,  number  and  size. 
Refrigerators,  size. 

Heating  stoves,  pipes,  furnaces,  radiators, 
etc. 


Plumbing,  closets,  baths,  basins,  taps,  etc. 

(4)  The  price  set  down  should  be  the  cost  price,  when  obtainable,  otherwise  a 
fair  value  should  be  put  on. 

(5)  You  will  mark  opposite  any  article  not  now  wanted  at  your  Branch,  the 
words  "  not  wanted."  If  we  can  use  the  articles  at  any  other  place  they  can  be  sent 
there  and  credited  to  your  Branch. 

(6)  Write  your  inventory  in  the  same  order  each  time,  it  will  facilitate  check- 
ing here. 
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(7)  Do  not  enter  expense  items  such  as  coal,  brooms,  etc.,  on  the  Fixtures 
Inventory.    These  items  should  appear  on  a  separate  sheet. 

(8)  A  complete  inventory  of  all  fixtures,  equipment  and  expense  items  must  be 
taken  at  each  Branch  on  the  30th  of  April  and  31st  of  October  in  each  year. 

(9)  The  inventory  should  be  taken  by  two  people,  one  to  call  off  the  goods,  the 
other  to  enter  same.  This  entering  should  be  done  on  loose  sheets  of  paper  and 
then  the  total  number  of  articles  at  each  price  entered  on  Form  26,  making 
two  copies  and  sending  one  copy  to  Head  Office,  not  later  than  the  5th  of  May 
and  the  5th  of  November  in  each  year,  and  retaining  the  other.  Use  both 
sides  of  the  sheet;  number  pages  consecutively.    Write  in  ink. 

Inventory  of  Merchandise. 

An  accurate  inventory  of  all  merchandise  on  hand  on  the  last  day  of  each 
month  must  be  taken  on  Form  No.  11.  The  cost  price  should  be  given  in  every  case. 
All  goods  of  same  kind  should  be  kept  together  and  they  should  be  entered  in  the 
order  set  forth  on  the  form.  All  empties  charged  for  should  be  set  down  separately 
in  the  inventory,  not  bulked  at  so  much.  It  should  be  distinctly  understood  that 
empties  must  not  be  included  in  merchandise  statements  or  showings.  They  should 
be  accounted  for  separately  at  the  price  at  which  they  were  charged  to  the  Branch 
under  the  name  of  the  merchant  who  owns  them.  It  should  be  the  aim  of  every 
Manager  to  keep  his  stock  of  merchandise,  cigars,  etc.,  down  to  the  lowest  possible 
amount  consistent  with  giving  a  full  service  to  the  public.  One  of  the  advantages 
is  that  the  supplies  are  fresh  and  in  good  order  at  all  times. 
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Inventory  of  Expense. 
This  should  contain  a  list  of  all  supplies  on  hand  that  may  properly  be  charged 
to  expense,  such  as,  coal,  wood,  carbide,  soap,  etc.,  at  cost  price,  giving  quantities. 

Inventory  of  Live  Stock. 
Where  we  have  horses,  cows,  pigs,  chickens,  etc.,  the  number  of  each  with  cost 
should  be  given. 

13.  CORRESPONDENCE. 

It  is  a  trait  of  a  good  Manager  and  ought  to  be  his  rule,  to  answer  all  corres- 
pondence, whether  from  the  Head  Office  or  the  general  public,  promptly,  politely 
and  fully.  N^othing  will  add  so  much  to  a  Manager's  reputation  for  courtesy  as  a 
strict  compliance  with  this  rule. 

In  replying  to  letters  try  and  imagine  the  circumstances  under  which  they  were 
written  and  you  will  be  able  to  reply  more  effectually.  Eead  carefully  and  answer 
all  questions  to  the  best  of  your  ability. 

In  writing  letters  never  show  resentment  or  anger.  The  letter  lives  long  after 
the  cause  of  offence  is  forgotten. 

14.  BARS  AND  THEIR  CONDUCT. 

(a)  Under  no  circumstances  are  you  to  allow  the  sale  of  intoxicants  on  Sunday 
or  other  prohibited  days  or  after  or  before  the  hours  laid  down  by  the  Liquor  License 
Act.    The  provisions  of  the  Act  should  be  strictly  observed. 

(h)  See  that  your  Bartenders  have  a  proper  license  where  this  is  required,  and 
are  equipped  with  white  coats,  clean  linen,  etc.,  etc.  Bartenders  should  keep  tab  on 
their  sale,  each  month,  as  on  its  increase  will  depend  any  advance  in  salary. 
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LUNCH  COUNTER  AT  MELVILLE 

On  the  Grand  Trunk  Pacific  Railway,  279  miles  west  ol  Winnipeg.      Canada  Railway  News  Co.,  Proprietors 
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(c)  Allow  no  tampering  with  the  brands  cf  liquor  and  no  overcharging. 

(d)  Check  your  bar  down  every  month  and  insist  upon  the  proper  percentage 
of  gross  profits  required  by  this  office  or  shown  by  the  margin  of  profit  on  the  goods 
sold.  We  will  hold  you  responsible  for  the  carrying  out  of  these  instructions  to  the 
best  of  your  ability,  and  any  penalty  that  may  have  to  be  paid  on  account  of  your 
failure  to  so  carry  out  these  instructions  must  be  borne  by  yourself. 

15.  ANNOUNCING  MEALS. 

It  has  been  several  times  brought  to  our  attention  that  at  many  of  our  Eestau- 
rants  the  public  have  no  notice  that  they  have  an  opportunity  to  secure  refreshments. 
Fn  the  old  days  when  it  was  the  rule  to  announce  "  twenty  minutes  for  refreshments 
at  Happy  town  "  the  travelling  public  knew  when  they  came  to  a  meal  station,  but 
now  trains  pull  into  a  station  where  we  have  a  Eestaurant  and  out  again,  and  few, 
if  any,  passengers  are  aware  that  they  had  time  to  get  out,  stretch  their  legs  and- 
get  a  cup  of  tea  and  a  sandwich.  In  view  of  this  you  will  give  notice  to  the  pass- 
engers on  arrival  of  train  by  ringing  your  bell  or  gong,  that  you  are  ready  to  serve 
them.  This  plan  will  have  two  results,  viz. :  the  comfort  and  convenience  of  the 
travelling  public  and  the  increase  of  your  sales.  In  order  that  sleeping  passengers 
may  not  be  disturbed,  the  gong  or  bell  must  not  be  used  between  the  hours  of 
ten  p.m.  and  seven  a.m. 

16.  "  NOT  RESPONSIBLE  "  SIGN. 

All  Eestaurants  and  Lunch  Counters  must  display  a  sign  worded  as  follows : 
Not  responsible  for  wearing  apparel  or  hand-baggage,"  as  a  caution  to  patrons  that 
they  must  look  after  these  articles  themselves. 
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17.  FLIES,  PRECAUTIONS  AS  TO. 

If  there  is  anything  in  this  world  more  disgusting  than  to  have  a  lot  of  dirty 
flies  crawling  over  your  food,  we  don^t  know  about  it.  We  want  flies  kept  out  of  our 
restaurants,  dining  rooms  and  kitchens,  and  we  want  you  to  do  this  by  taking  every 
means  in  your  power  to  rid  your  premises  of  these  filthy  and  dangerous  pests. 

18.  FREE  CARRIAGE  OF  SUPPLIES. 

Where  the  cost  of  shipping  goods  by  freight  to  our  several  restaurants  is  re- 
funded to  us,  you  will  be  good  enough  to  order  all  goods  shipped  by  freight  where  this 
can  possibly  be  done,  and  bearing  this  in  mind  you  should  order  goods  so  as  to  allow 
for  the  longer  time  necessary  to  get  them  by  freight.  Be  sure  and  send  the  receipted 
freight  bill  always  with  your  Cash  Report  as  hitherto,  and  remember  that  any  money 
paid  out  in  express  charges  cannot  be  recovered  and  adds  to  your  merchandise  cost. 

Where  we  are  entitled  to  free  transportation  of  our  Dining  room  supplies  in 
baggage  cars,  goods  should  be  shipped  in  this  way,  as  far  as  possible,  with  proper 
Supply  Labels  attached,  the  numbers  of  these  labels  being  properly  recorded  and  a 
statement  showing  how  many  used  during  the  month  sent  to  Head  Office  on  Form 
'^0.  13  on  the  last  day  of  each  month. 

19.  FREE  TRANSPORTATION  OF  EMPLOYEES. 

In  some  cases  we  are  allowed  a  refund  of  fare  paid  for  employees  proceeding  to 
their  place  of  employment.  In  such  case  the  Mana2:er  or  employee  should  buy  a 
regular  ticket  and  get  an  official  receipt  from  the  ticket  agent  in  the  name  of  the 
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Canada  Kailway  News  Company.  The  name  and  occupation  of  the  person  travelling 
should  be  endorsed  on  back  of  receipt,  which  should  be  then  sent  to  the  Head  Office 
attached  to  Cash  Report. 

20.  UNIFORMS. 

Train  and  Stand  Agents  will  wear: 

A  four-button  serge  sack  coat,  with  two  small  buttons  on  each  sleeve.  A  five- 
button  vest.    Buttons  to  be  permanently  sewed  on.    Color  dark  blue. 

Cap  of  similar  color,  Sy^  in.  high,  straight  sides  and  peak  with  separate  num- 
bered badge. 

Shoes  to  be  black  and  properly  polished. 

Uniform  to  be  kept  clean  and  in  proper  condition. 

It  shall  be  the  duty  of  Office  Managers  to  see  that  these  regulations  are  observed 
and  that  all  Agents  have  clean  hands  and  faces,  linen  and  clothes,  when  going 
on  duty,  and  they  should  be  encouraged  to  keep  themselves  clean  during  the  trip. 

All  Agents  must  w^ear  uniforms  while  on  duty. 

Lunch  countermen  and  barmen  must  wear  a  white  coat,  and  care  should  be 
taken  to  appear  only  in  a  clean  one.  Their  hands,  faces  and  linen  should  be 
particularly  clean  and  their  boots  properly  polished. 

Waitresses — where  girls  are  employed  in  Lunch  Counters  or  News  Stands 
they  should  wear  a  black  or  dark  colored  dress  with  white  collars  and  cuffs,  and 
in  summer  weather  a  white  dress  with  proper  apron.  As  Elbert  Hubbard  says : 
"  Waitresses  should  be  spotlessly  gowned,  manicured,  groomed,  combed  and  dental 
flossed,  bright,  healthy,  intelligent  girls ;  girls  that  are  never  fly,  flip  or  fresh, 
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who  give  you  the  attention  that  never  obtrudes,  but  which  is  always  hearty  and 
heartfelt/^ 

Hotel  Waitresses.  For  Breakfast  and  Luncheon :  black  dress,  white  turn  down 
collars  and  cuffs.  White  aprons  the  full  length  of  the  skirt,  no  straps  over  the 
shoulders;  shoes  black,  with  rubber  heels.    For  Dinner,  white  dress  and  apron. 

Housemaids,  white  collar  and  tie;  black  dress,  white  head-dress,  white  apron, 
full  length  of  skirt  with  shoulder  straps;  shoes  black,  with  rubber  heels.  Other 
employees  such  as  Bell-boys,  Porters,  Baggagemen,  etc.,  should  be  properly  uniformed, 
as  provided  from  time  to  time,  and  should  be  particularly  careful  to  present  a  neat, 
clean  appearance  at  all  times. 

21.  PARCEL  ROOMS. 

Where  we  have  the  privilege  of  taking  in  parcels  and  making  a  charge,  the 
proper  hours  must  be  strictly  observed  as  otherwise  a  claim  might  be  made  for  delay 
to  the  passenger.  The  check  provided  must  he  issued  in  every  case  and  as  regularly 
stripped  from  the  iaggage  before  delivering  same  to  passenger.  These  checks  should 
be  properly  dated  to  prevent  their  possible  use  more  than  once.  They  should  when 
stripped  be  forwarded  to  Head  Office  with  the  Daily  Cash  Eeport.  This  is  a  source 
of  revenue  that  should  be  encouraged  in  every  legitimate  way,  and  signs  should  be 
displayed  in  suitable  places  so  that  the  public  may  readily  find  the  Parcel  Eoom. 

22.  FIRE  PRECAUTIONS. 

Where  hose  is  provided  Managers  should  see  that  it  is  in  good  condition  and 
kept  in  an  accessible  place  with  the  usual  wrenches  at  hand.    The  fire  bucket  tanks 
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and  fire  pails  provided  must  be  kept  constantly  filled  and  their  use  for  any  other 
purpose  forbidden.  All  other  fire  appliances  should  be  kept  in  good  order  and  any 
damage  or  loss  of  same  should  be  promptly  reported,  bon-fires  should  be  allowed 
on  hotel  or  other  property  under  any  consideration,  and  guests  should  be  warned  of 
the  danger  of  throwing  lighted  matches,  cigar  or  cigarette  stubs  on  the  ground  in 
the  woods,  or  about  the  hotel,  or  out  of  the  hotel  windows,  as  there  is  a  danger  of 
setting  fire  to  awnings,  etc.  All  waste  paper,  straw,  old  boxes  or  other  inflammable 
material  should  be  promptly  disposed  of  and  not  allowed  to  accumulate  either  in 
cellars  or  about  the  premises. 

23.  ASSESSMENT  AND  TAX  NOTICES. 

We  have  had  a  great  deal  of  trouble  in  keeping  track  of  our  assessment  notices 
owing  to  the  failure  of  some  of  our  Managers  to  promptly  send  these  notices  to  us 
when  they  receive  them.  You  can  readily  understand  the  importance  of  doing  this 
when  we  tell  you  that  our  taxes  for  the  ensuing  year  are  based  on  the  assessment, 
and  the  only  knowledge  we  have  of  what  the  amount  of  assessment  is,  is  by  receiving 
the  notice.  When  this  notice  is  received  we  want  you  to  send  it  to  Head  Office  at 
once.  The  same  precaution  should  be  observed  with  reference  to  the  tax  bill  which 
comes  later  in  the  year.  It  should  also  be  at  once  sent  here  for  payment,  otherwise 
a  penalty  is  added  to  the  amount. 

24.  DOGS. 

No  dogs  are  allowed  to  be  kept  at  our  restaurants  or  hotels.  This  rule  is  made 
invariable  for  the  protection  and  comfort  of  the  timid  and  children. 
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25.  FLAGS. 


Where  only  one  flag  pole  is  provided  on  any  of  our  buildings  or  grounds,  the 
Union  Jack  or  Red  Ensign  is  the  only  flag  that  may  be  flown  in  Canada.  If  there 
be  more  than  one  pole  a  foreign  flag  may  be  displayed  as  a  compliment  to  visitors 
from  other  countries,  on  special  days  or  occasions.  All  flags  should  be  taken  down 
at  sunset  and  again  hoisted  next  morning. 

26.  BEGGARS,  CANVASSERS,  ETC. 

Under  no  circumstances  must  beggars,  tramps,  pedlars,  agents  or  other  soli- 
citors be  allowed  in  our  hotels  or  restaurants.  Fo  canvasser,  however  worthy  his 
cause,  is  to  be  allowed  to  call  on  guests  or  ask  for  subscriptions. 

27.  ABSENCE  FROM  DUTY. 

Managers  must  not  absent  themselves  from  duty  without  permission  from  Head 
Office,  which  will  be  readily  granted  for  sufficient  reason. 

28.  DUTIES  OF  MANAGERS  AND  EMPLOYEES. 

Managers  and  other  employees  are  expected  to  give  their  whole  time  to  the 
service  of  this  Company,  and  they  are  not  allowed,  under  any  circumstances,  to 
engage  in  side  issues  that  will  divide  their  interest,  or  have  any  transactions  that 
do  not  appear  on  the  Company's  books. 

Managers  of  News  Offices  should  carefully  select  news  agents,  having  regard 
to  appearance,  ability  and  honesty. 
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New  men  must  be  thoroughly  instructed  how  to  work  a  train  and  to  take  care 
of  their  stock,  and  bef  ore  going  on  duty  must  have  a  copy  of  "  Instructions  to 
News  Agents/'  and  be  familiar  with  them. 

Office  Managers  must  also  be  thoroughly  familiar  with  the  "  Instructions/' 
and  must  see  that  they  are  carried  out  by  the  News  Agents  under  their  Jurisdiction. 

It  is  their  duty  also  to  provide  a  news  service  on  all  trains  on  their  Division. 

They  should — 

Keep  all  trains  covered; 

Keep  in  stock  goods  that  sell; 

Keep  boxes  and  other  equipment  in  good  order; 

Keep  up  a  gentlemanly  service; 

Keep  to  the  top — efficiency  with  maximum  sales  and  net  results  are  the 
factors  for  rewards  or  promotions. 
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